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Report to 3q@p. John E. Anderson; by Harry S. Havens, Director,
Progras Analysis Div,

contact: Program Analys.a Div.

Congressional Relevance: Rep. John B. Andersor.

Authority: ONB Circular A-80. NASA Nanagesent Instruction
23%2.2. DOD Directive 5000.19. DOD Directive 5000.22.

Statistics were compiled on congressionsl

requireaents. The average growth in recurring :ifﬁttl e!n:'tia |

decades 1920-1970 was 76.4 per decade (15%) ; for the annual
periods 1962-1978, the growth vas 57.3 per yeazr {7%). In the
largest category--reports subaittad by cabinet lavel
agencies—-the number of reports fluctuited considerably lbetween
1920 and 1960 but was little higher at the end of this period
than at the beginning. In the decade 19560-197G, there was a
signiticant increase in this category, 65%, vwith tii'qziitiig
increases in reguiremcnts levied on cabinet lewel -Ia
the 1962-1568 period, the total musber of reports ilcii*iil
199%; those required ¢ be sulaitted by the Presideat ! “racsed
341%. The results of interviews on report prepasratios «:&
managesent procedures Ly agencius were provided. Nost agencivs
indicated that theay use the *"Guide to Rstimating paTting
Costs™ to calculate costs for reports preparation, bhut there
vere uwide variances in reported cost dats For :iﬁilg:,scpgrta. A
more rigorous reviev of coats of reports 3ust be conducted
before accurate cost assesssents can be sade. (8TW)
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UNITED STATES GENERAL ACCOUNTING OFFICE
. WASHINGTON, D.C. 20548

ALY
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JUL 251918 ~

The Hcnorable John E. Anderson
House of Representatives

Dear Mr, Anderson:

Statistical tables and charts relating to the decades 1920-1970 and

to the annual periods from 1962-1978 ave contained in Enclusure I. The ,
sqnuetorthisdataisthelbusemcmentforﬂxerespectiveyearentitled
%%bemmcmgmss. We have extracted from these documents the

md recmrringrepcrt.’sﬁeffectatthebegimingofeachyear. As

”";yw’hm,thesereportsre]atemlytothestatutoryrequirmentsofthe
Congress. Vhestimtetrmme@xodatabaseﬂmtanadditimmllsmrmt
'cfnamtaunmyrepordngrequirerem:m.leviedmrederalagmciesby
congressional committees, by individual members, or by a House or Zenate
report;mtwehavemdatahosupportﬂxisestjxateoveranyextendﬁ
period, Our data bese was established in 1975 and co.sequeritly we have no
mnsofmkingcmparisamfxunitduﬁngtheﬁneﬁmesinmid;you
expressed an interest. ) '

The average growth in recurring reports over the decades 1920-1970 is
76.4 per decada (15 percent). For the snnual periods 1962-1978 the growth
is 57.8 per year (7 percent). Considering the largest category--reports
submitted by cabinet level agencies—-the number of reports fluctuated con-
siderably between 1920 and 1960, but was little higher at the end of this
period than at the beginning. In the decade 1960-1970, however, there was
a significant increase in this category from 272 to 450 reports (a 65 per-
cent increase). The more detailed year-by-vear conparisons also reveal
that the greatest i.creases were in requirements levied on the cabinet level
agencies. In the 1962-1968 period, the total number of reports increased
199 percent; those required to be submitted by the President of the United
States increased 541 pexcent. ’

70 detemine the repmt preparation and management procedures, we
interviewed reports/information managers at NASA, HEW, and DOD. Each agency

PAD-78-76




intervicwed has written procedures for mwnmaging and preparing reports. e
have incluvicd the pertinent facts from our intcivicw as Fnclosure II, We
have also included a schamatic of the typical flow of a reporting requircment
from receipt at the agency through the report being sent to Congress.

We cannot provide you with an accurate cost assessmont for reports _
preparation. During our survey to collect information for Requirements for
Recurring Reports to the Congress, we requested each agency to provide cost
for each report prepared. Most agencies indicated that they use the Guide
to Estimating Reporting Costs (See Enclosure III) to calculate costs. An
examination of the reported cost data raveals wide variances in both dollars
and staffing for very similar reports. We believe a more rigorous review of
costs of reports must be conducted before accurate costs assessment can be -
made. We would favor assessing costs in terms of staff hours, which is the
measurement used by the Cammission on Federal Paperwork, rather than the
detail complex dollar valuve recamended in the National Archives and Record
Service Costs Guide.

Sincerely yours,

(8igned) Ranry 8. Hyvaws

Harry S. Ravens
Director ]

muclgsures -3

bec: Mr. Koran (OP)

Mr. Fitzgeraid (CCR)
Mr. Crowther (PAD)
Mr. Myers (PAD)

Mr. Hunter (PAD)
Mr. Kardokus (PAD)
Mr. Jaxel (PAD)

Mr. Jenney (PAD)

Mr. Sperry (PAD)
Mr. Frazier (PAD)

Index and Files
JBowen:sjh 7/24/78



ENCLOSURE I .

CONTENTS
Teble 1 Percentage Chaﬁge (Base Year/Yéar;to-Year)
Table 2 Percentage Change (Buse Decede/Decade-to-Decade;
Table 3 Reports to be Made to Congress, 1920-1970, by Decade
Table 4 Reports to be ude to Congress, 1962-1978, by Year
~ Chart 1 Graph - Reports to be Made to Congress, 1920-1970, by Decade
Chart 2 Graph - Reports to be Mada to Congress, 1962-1978, by Year
Chart 3 Graph - Percentage Increase Since Base Year 1962
Chart 4 Graph - Percentage Increase Since Base Year 1920



TABLE 1

PERCENTAGE CHANGE (BASE_YEAR/YEAR-TO-YEAR)

| **Reports to be Made to Congress - 1962-1974

PERCENTAGE

YEAR TOF REPORTS. CRASE YEARS g'_zfnffnggvmuee
1962 a64 |

1963 516 n o n
1964 523 3 | |
1965 560 o2 7
1966 576 - 24 2
1967 630 36 o
1968 681 a6 8
1969 738 59 8
1970 739 64 3
191 815 7% 7
1972 882 9 8
1973 822 7 -7
1974 899 %4 9
1975 1029 122 13
1976 ms © 9
1977 12n 174 "
1978 1388 199 9

* Base Year 1962.
** Reports submitted in response to statutory recurring reporting,



TABLE 2

- - PERCENTAGE CHANGE (BASE DECADE/DFCADE-TO-DFCADE)
: **Reports to Be Made to Congress - 1920-i970

YoR O RePORTS
192n 3
1930 197
1940 235
1950 . ac7
1960 470
1970 759

*Base Decade 1920.

*PERCENTAGE
CHANGE FROM
BASE DECADE.

- 48
- 37
8

25
101

~ DECADE TO DECANE
PERCCNTAGE CHANGE

- 48
16
42
13
38

**Reports submitted in response to statutory recurring reporting.
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REPORTS* TO BE MADE TO COMGRESS, 1920-1970, 8Y DECADE
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*Reports submitted {n response to statutory recurring reporting requirements.
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*Reports submitted in rerponse to statutory recurring reporiing requirements.
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1.

ERCLUSURE 11

SOME TYPICAL MANAGEMENT PROCEDURES
"IN MEETING CONGRESSTONAL

National Aeronautics and Spice Administration

A.

c.

The Reports Management Office is responsible for the monitoring
of congressional requirements and reports, for the establishment

of an inventory, and for the monitorship and review of all

_reporting requirements.

Procedures for reports preparation are contained in NASA management
instruction 2312.2, "NASA Reports Management Policy," May 1978.

The Congressional Affairs Office is thé central point for thé
receipt of congressional requiréments and their assignment to the

appropriate functional area.

‘The costing of reports (staff hours spent in record maintenance, dat:

gathering and assembly) is as follows:

professional staff hours $15 an hour
clerical staif hours $ 5 an hour
mixture of hours ' , $10 an hour
material cost $.05 »er pace
administrative costs 100 percent added ’

to above costs

Department of Health, Education, and Welfare

A.

Chapter 10 of tie HEW General Administrative Manual establishes
gﬁ1de11nes and procedures for congressional reporting.

Each bureau within HEW has an individual assigned to coordinate
reporting requirements.

HEW maintains a 1ist of reporting requirements; the 1ist {s periodically

reviewed for modification and possible eliminations.



Dt’

E.

The Secretary of HEW recently required that tne cost of producing
congressional reports be placed on the céver of each report.
The ‘bureaus are asked to utilize the NARS "Suide for Estimating

Costs,” (Enclosure III) as stipulated in the maaual.

Denartment of Defense

A.

Department of Defense Directive 5000.19, Policies for Man:gement

| and Control of Information Requirements, establishes guidelines and

. procedures for congressional reportiﬂg.

The responsiﬁi]ity for calculating cost and developing systems
capability for reporting rests with the functional areas that have

‘primany responsibility for the requirements.

Requirements from appropriations comittees are handled by a
central office. These are one-time requirements.

DOD directive 5000.22 establishes guidelineé for establishing cost
onAinfdrmation requirements. These guidelines are based on the

NARS "Guide for Estimating Costs".
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ANTRODUCTTON

Office of Management and Budget Circular No. A-40, Revised, dated May 3,
1973, on the subject of '"Management of Federal reporting requirements"
contains a provision that the General Services Administ. ation will
"issue standard costing criteria defining what must be included in

cost estimates and how they are to be developed."” This gide is issued
in compliance with that provision. It is applicable to interagency and
internal reportiig as defined in OMB Circular A-40. ’

- It is the purpose of this guide to assure that adequate cost estimates
.are developed. The degree of accuracy sought in a given cost estimate
msy vary with the general magnitude of the reporting requirement. Short-
cuts may be used to make an estimate consistent with the desired degree

of accuracy.




FACTORS INVOLVED IN REPORTING

In order to facilitate the gathering of information necessary to imple-
ment OMB Circular A-40, Revised, May 3, 1973, costs have been scparated
into three categories -- developmental, operational, and user costs.

The factors outlined below provide a basic checklist for costing either
a manual or an automated individual report or reporting system. All of
these factors may not apply in any given cost study, and there may be
additional factors applicable to a specific costing situation.

A. Devel@tal Costs. Developmental costs result from those activities
necessary for establishing a new reporting requirement or modifying
an existing reporting requirement. Developmental costs include:

1. Specification of reporting requirement -- those activities
preliminary to and including the basic working agreement between
the organizational camponents involved with the reporting system
design project, including: .
a. Detemining the specific need.
b. Identifying the scope and objectives of the reporting system.
c. Appraising the impact on plammed and existing operating :
systems, considering interface with existing reporting systems,
and determining benefits to be derived from the reporting
system.
d. Developing a working agreement between organizational
companents which will be involved with designing the reporting
system.

2. Analysis of reporting requirement -- the determination of the
ormation tc be provided by the reporting system, including:

a. Certifying to satisfaction of need.
b. Discussing and determining needed information.

c. Selectiﬁg available or appropriate data sources, media,
and processing requirements.

d. Developing reporting system output requirements and speci-
fications.

3. Design of reporting system -- the preparation of the written
description of the proposed system.

a. Determining needed processing of input documents.

1% - . . - . v e R I T R A N - . . ~



b. Developing input and output documents, to include standard
data elements where spplicable, '

C. Estsblishing data file and related documentation.

4. Installstion of reporting system -- the conversiom of the written
plan to an operable on-going yeporting system, including:

a. Programming and debugging computer-oriented Treporting systems,
b. and installing new equipment or ing existin
Acqu:rins ing new equipment or modifying g

c. Developing, writing, and issuing implementing directive
al other instructions.

d. Scheduling and performing tests of reporting system during

e. Scheduling and conducting training and orientation.
- £. Preparing site (data processing installation).
B. tional Costs. Operational costs result from those continuing
activities necessary to prepare and transmit a report. Operational
costs include:

1. Data collection -- the activity necessary to record the eveut
aod make data available at some other location or time, including:

8. Assembling and recording source data by the various pre-
paring units. - ,

b. Controlling the accuracy of source data.
c. Forwarding source data to a processing unit. .
d. Storing source data for future reference.

2. Data processing -- the manipulation of data into the desired
structure or format for evaluation and amalysis.

8. Receiving, controlling, and editing scurce documents at the
processing unit.

b. Summarizing source data and converting data to machine
readable data.

c. Updating thc data base file.

d. Extracting and compiling data for the desired report media
or format. .



e. Posting data to worksheets and developing narrative, statistical, |
or graphic displays. ‘ :

3. Data transmission, including reproduction and distribution of
complsted reports from processing units. . '

C. User Costs. User costs result from those nommal activities performed
bﬁ); thludereqtn' Ting office or. the transmitted informa: . User costs
c :

1. Refining. interpreting, and amalyzing information mi@.
2. Reading, reviewing, discussing, and documenting information

presented (e.g., hard copy report, briefing session, remote temminal ‘,
response). ‘



ACCURACY OF COST ESTIMATES

The importsnce of the cost estimete to management decision-making will
have 2 direct bearing on the degree of accuracy that needs to be sought
in the estimating. Management normally is more concerned with accuracy
of estimates in the case of a high-cost, recurring report than in the
case of a relatively ive, ons-time report. When the benefits

of a report are not clearly and substantially beyond the probable costs,
greater precision is necessary in ordder to permit a valid cost effective-
ness evrnluation, - S

Use of cost data developed by an agency reflecting the unique character-
istics of its own operations generally will result in a more accurate
estimate than can be obtained using other data, e.g., government-wide

sverage costs.



COSTS TO INCLUDE IN THE ESTIMATES

Estimates of reporting costs shouid include the costs of all resources
required for the particular reporting system being estimated, includi
contract costs. Developmental, operational, and user costs include
the following: direct personnel costs, direct material costs, direct
equipment costs, and other direct costs, In addition, an appropriate
allowance for overhead costs (supervision, space, and administrative
sugport) should be included in estimates of developmental, operational,
and user costs.

Estimates of the developmental, operational, and user costs of a
should reflect a costing of the total resources required for the report
rather than a costing of the net additional Tésources required for the
report. If a new reporting requirement is being estimated which will
replace an existing reporting requirement, estimated savings from the
replacement should not te used to reduce the estimated cost of the

- 2w requirement.

Estimates of direct personnel costs should include the salary cost of
an employee's non-productive time, such as sick and anmal leave, as
well as his productive time. The estimates should also include the
contributions of the Govermment to insurance and retirement plans.
Formulas to accomplish this are given in the section of this guide
titled "Shortoits for Estimating Reporting Costs.’ '

Estimates of the equipment costs of a reporting system normally should
be based on a pro-rated share with other uses made of the equipment,



